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Overview of Organisation
Healthcare on Hand is a home healthcare company providing care to children and adults with complex needs in the comfort of their own home. 
Background of Situation
Since Healthcare on Hand was founded in 2017, our service has grown immensely and the demand for healthcare at home is on the rise. Due to the growth of our services and our customer needs, we are in a position where we now must expand our team to meet these requirements. We are excited to be expanding our company and a have our own People Team who will be responsible for all aspects of people management. This paper will outline the information that will be shared with line managers by the People Team when they meet and provide an overview of their services. 
Main findings
Employee Lifecycle
There are 6 stages of the cycle which begins at job search and ends at leaving an organisation. 
Each of the stages are important in recruiting and retaining staff until they leave. 
· Attraction is employee brand, culture, and employee proposition. CIPD’s Recruitment and Talent Planning Report 2022 found that 60% of organisations are finding it harder to retain staff compared to 2020 (CIPD 2022) which highlights the importance of standing out from competitors to attract talent. The report also discovered pay and benefits are rated the “most important element of employer brand” with 33% of organisations becoming more competitive with their reward packages over the last year.
· Recruitment and selection focus on hiring potential candidates once they have been attracted. Once the job analysis is defined, the job description, person specification and a selection method are confirmed. Content is then advertised either internally or externally, with clear information about the basics of the role including location, hours of work, type of contract, working pattern and employee benefits. (Maxwell, 2022).
· Onboarding is post recruitment and prior to the employees first day of work. The employee’s experience begins when they are recruited, so making an impactful first impression during onboarding is important. Building a relationship with a new stater before their first day at work can make them feel welcomed, so they already feel part of the team, according to Entrepreneur Handbook (2021). At UCC Coffee, they send welcome and culture packs as well as a USB stick with company information and guides to ensure they feel a part of the organisation and have received a lot of positive feedback on their process (CIPD, 2014). 
· Development occurs after onboarding and as soon as the individual is considered employed. According to Waite, et. al (2021, p. 100), investing in employee development encourages productivity and increases motivation as staff feel appreciated and valued if their learning and development is seen as important.
· Retention is important to consider from the beginning of employment. Reward and recognition are an internal way of retaining staff aside from developing them. Work Institute (2020) identified 78% of the reasons why employees left their roles in 2019 could have been prevented; with benefits making up 9% of this figure.
· Separation is the end of the employee’s experience. Employees leave organisations for voluntary and/or involuntary reasons, as described by Waite, et al (2021, p. 103). Sometimes employees will choose to depart from an organisation due to a new opportunity or a lifestyle change (voluntary) or dismissal, redundancy, or retirement (involuntary). It is important to understand why people are leaving and to have a feel of their experience at work, and exit interviews are a beneficial way of finding out this information to provide an insight into how improve retention (PeepsHR, 2020).  

How can People Professionals help?

People professionals have a role to play in every stage of the employee lifecycle:
· Building positive cultures by defining goals and values, welcoming diversity, highlighting benefits, and promoting work/life balance. This high on the agenda for a lot of jobseekers; Glassdoor’s Mission and Culture Survey 2019 discovered that 77% of people across four countries take company culture into consideration prior to putting an application in (Glassdoor, 2019). 
· HR Specialists can develop recruitment policies and procedures to ensure EDI should always be at the forefront throughout. 
· Help with pre-employment checks and ensure employee occupational health requirements are met. If a company has employed someone who isn’t eligible to work in the UK, they can be fined £20,000 per worker (CIPD, 2022b)
· Follow up with new starters to obtain feedback on the induction process which will provides them with a voice, so they feel valued and encourages strong relationships (People elements, no date).
· Professionals in recruitment can implement procedures which organisations must follow to ensure annual appraisals are carried out.
· By measuring turnover data, as suggested by Waite, et al (2020, p. 102), to identify themes and patterns to provide managers with a better understanding of their turnover rates.
· By giving leavers an opportunity to share their voice to feedback concerns or positive comments. Encourage managers to carry out exit interviews. HR should also make sure the correct procedures are followed, especially if the employee is to be terminated on an involuntary basis.  
Preparing information for specified roles
A job analysis can be carried out to determine responsibilities, daily tasks, qualifications, education, experience and working conditions of a role. They can be done via interviews or questionnaires. The data from a job analysis can be used to create a thorough and accurate job description. According to Indeed (2022), carrying out a job analysis can help recruiters make better decisions when hiring and identify learning and development needs. 
Job descriptions are the main way where all the relevant information for roles can be prepared. They include the title, the type of contract i.e. full time, part-time, permanent, temporary, etc. and an in-depth description of the role. Person specifications entail the essential and desirable attributes and qualifications a candidate is required to have to reach the next stage of the process and to carry out the job.  
Recruitment methods
An internal method may include advertising a post on an intranet that is available for employees to view. This process allows a swift, seamless transition between positions (Price, A. 2019). It encourages growth and development which increases retention rates (Miranne, W. 2021).
Advertising on LinkedIn is a popular external recruitment method used to reach a wide range of talent and promote employer brand. Research shows over the last 12 months to April 2022, LinkedIn was and is one of the most effective attraction methods, with 45% of companies reporting success using it (CIPD, 2022a), however public sector companies are the least likely to use this method. 
Factors to consider when deciding content of copy
The relevant copy of information should be written after the recruitment process has been decided. This includes job title, description, person specification, benefits, organisation name, location, closing date, and details on how to apply (Waite, et al. 2021). The information will differ depending on whether the role is being advertised internally. Internally, information such as company name could be retracted, or when advertising externally, more detail would be required. 
Content of copy should be clear and easily accessible and should reflect the employer brand by using the logo, standard font type and size. It is also important to ensure companies bear in mind equality, diversity and neurodiversity at this stage and can promote their allegiance by making this a part of their employer brand. (CIPD, 2018). 
Selection methods
Selection is shortlisting and choosing candidates to proceed to the next stage of the recruitment process. Selection methods include applications forms, interviews, tests, references and making an offer. These methods have different types of assessments, for example, interviews can be face-to-face, virtual, a one-to-one or with a panel. They are useful to identify competency and are strength-based. Interviews are a popular selection method however according to Anderson, N and Shackleton, V (1990) they are not always the fairest method with research showing three prominent dysfunctions shown when conducting them; “similar-to-me-effect, personal liking bias and prototype bias.” It Is important to ensure equality and diversity are embedded throughout the process. Yet, in 2022, research shows they remain the most popular with 51% of companies stating they use interviews as a selection method, but this figure has dropped 25% since 2020 (CIPD, 2022a).   
When establishing a selection method, it is important to consider neurodiversity throughout. Simple solutions such as giving the candidate an opportunity to disclose this information should be given prior to an agreed selection method to enable them to feel comfortable and request for additional support should it be required, for example, carrying tests out on a laptop rather than writing or having a supporter at an interview, as suggested in CIPD’s Neurodiversity at Work Report (2018).   
Retaining selection records
Written or electronic records of discussion should be stored appropriately. The types of records within the selection include shortlisting decisions, scoring, interview notes, and more. It is important to keep these documents as they can be used as evidence or defence against discrimination claims that may occur. The UK legislation states documents should be retained 6-12 months for unsuccessful candidates and 6 years otherwise before destroying. (CIPD, 2021). 
A recent study shows a disabled junior lawyer was discriminated against due to a lack of notes and incorrect notes, and the employer could have been “less discriminatory” when checking references. (Howlett, 2022). Although this did not work in the organisations favour as the junior lawyer was awarded thousands in return. 
Conclusion
People professionals play a key aspect in the employee lifecycle from attraction to separation and should be contacted for advice at every stage to ensure the correct guidance is being followed. 
Recommendations
· Use data analytics to identify themes and trends and determine how to improve your employee lifecycle; whether it may be a certain stage of the cycle, a recruitment/selection method, exit interview data 
· Obtain feedback – use your employees voice to make improvements and to understand what is and isn’t working
· Ensure documents and processes are fair to all; embed EDI into every aspect of the cycle. Contact HR and EDI Specialists to ensure your processes are equal
· Keep up to date with our People Team site page, recent studies and research are uploaded daily at peopleteam.healthcareonhand.org 
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Healthcare on Hand
123 Healthcare Rd
01267 123123
healthcareonhand@healthcareonhand.uk
healthcareonhand.org

Candidate Name 
Street Address, City, Postcode 

Date: [insert date]
Subject: [insert job reference]
Dear [candidate],

Healthcare on Hand would first like to thank you for applying and taking part in our recruitment process.   
We would be delighted to offer you the position as the [insert role]. This role is subject to successful pre-employment checks which will consist of a DBS check, occupational health clearance and drug screening test. This is standard company procedure. Upon receipt of satisfactory checks, your start date will be confirmed with your Line Manager. Your Line Manager will be in touch once these have been received. 
You will be reporting directly to [insert name, job role]. This position is on a [full-time/part-time/fixed term] basis and the primary location will be situated at [workplace location], with an option to work from home throughout the week. The starting salary for this position is £___, payments are by direct debit on the last working day of every month. 
You will receive a contract of employment within the first week of your start date. This will include a copy of your job description, which contains an in-depth description of your main purpose, responsibilities and key tasks, your annual leave allowance, a copy of our sickness policy, payroll and pensions policy, as well as instructions on how to find the remaining policies online. You will also be sent an organisational chart and contact details for the IT department. 



Healthcare on Hand offer a wide range of benefits to their staff as a token of appreciation for all the work they do; you will receive a benefits brochure as part of your induction. Please do make every use of this. 
We politely ask you to confirm your acceptance by signing and returning this offer within 10 working days upon receipt of the letter. Please return the slip below to the address at the top of the letter. 
Please do contact us on the telephone number provided above if you have any queries. We look forward to hopefully working with you soon. 
Warm regards,
[Insert name]
[Insert title]


Candidate Response 
I am pleased to accept this offer 
I regret to inform you I will not be accepting this offer based on other circumstances
Candidate name:
Candidate signature:
Date:
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Healthcare on Hand
123 Healthcare Rd
01267 123123
healthcareonhand@healthcareonhand.uk
healthcareonhand.org

Candidate Name 
Street Address, City, ST ZIP Code

Date: [inset date]
Subject: [insert job reference]
Dear [candidate],
Thank you for your interest in the [insert role] at Healthcare on Hand and for taking the time to be a part of the interview process. 

After some deliberation and careful consideration, we will not be offering you a position at this time. We were very impressed with your breadth of knowledge and therefore we will be storing your application and interview notes and keep you in mind for further roles that may appear in the future. As part of our Healthcare on Hand Record and Retention Policy, we will be keeping this information for a maximum of six months. You have the option to withdraw from this by contacting us on the telephone number provided above within 10 working days from the date of this letter. 

We would be more than happy to answer any questions or provide feedback about your interview, please contact us on the telephone number provided above if you would like to get in touch. 

We are grateful you put yourself forward for this. We wish you nothing but the best in your job search and the future.  
Warm regards,
[Insert name]
[Insert title]

Attraction


Onboarding


Development


Retention


Separation


Recruitment
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